INDIANA

WORKFORCE

DEVELOPMENT

TO: State Workforce Innovation Council Chairperson
Marion County Workforce Investment Board Chairperson & Director
Regional Workforce Board Chairpersons
Regional Operators
Directors of Operations for Northern and Southern Indiana

FROM: Teresa L. Voors
Commissioner, Indiana Department of Workforce Development

THROUGH: Dale Wengler
Deputy Commissioner, Policy & Field Operations

DATE: April 4, 2008

SUBJECT: DWD Policy 2007-25
Eligibility Determination and Data Validation Requirements for Integrated Adult
Programs Provided by the WorkOne System

Purpose
This Policy is issued for the following purposes:

a. To communicate significant changes to the eligibility requirements for the Wagner-
Peyser, WIA Adult, WIA Dislocated Worker, Trade Adjustment Assistance and Veterans
programs as a result of integration.

b. To communicate significant changes to the Department’s requirements regarding Data
Element Validation (DEV) as a result of program integration.

Rescission
DWD Policy 2006-17, Change 1 — Eligibility Policy for Adult, Dislocated Worker and Youth
Workforce Investment Act and Trade Adjustment Assistance Act Activities, dated February 2, 2007

NOTE: Rescission applies to eligibility policy for Adult programs only and does not
rescind requirements for youth served under the Workforce Investment Act Youth
program. It is anticipated that a new youth eligibility policy will developed and
published in the near future.

Contents

Effective July 1, 2008, Indiana policy requires the integration, co-enrollment and functional
alignment of all adult programs provided to through the WorkOne system.

This document is designed to streamline eligibility determination process, the collection and
validation of participant information necessary to comply with federal reporting requirements
and to functionally align these requirements across all of the adult programs (Wagner-Peyser,
WIA, TAA and VETS).

Mitchell E, Baniels, Jr., Governor
Teresa L. Voors, Commissioner

10 North Senate Avenue
Indianapolis, IN 46204-2277
www.workforce.IN.gov
An Economic Development Partner

Phene: 317.232.7670)
Fax: 317.233.4793
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Eligibility Determination

The following is a summary of eligibility criteria for each of the adult programs:

Program

Eligibility Requirements

Wagner-Peyser

All individuals are eligible

WIA Adult

Age: 18 and over

Registered for Selective Service

Eligible to Work in the United States
NOTE: US citizenship and/or right-to-
work are not program eligibility
requirements for Wagner-Peyser or WIA
(USDOL/ETA, “Reflection” document,
USDOL/ETA sponsored Common
Measure Training, Philadelphia, PA,
March 1, 2006). In addition, citizenship
information does not need to be validated.
Indiana has determined that an

- individual’s nght-to-work in the US

should be verified prior to the receipt of
workforce development services. The
methods of verifying an individual’s
right-to-work in the US shall vary
according to service level. (See
Attachment B for specific requirements. )

Self-Sufficiency Determination
NOTE: Indiana has determined that funds
are unlimited for intensive level services.
Further, funds may become limited for
training services. RWBs may establish a
“priority of service policy to govemn the
provision of training services when funds
become limited. If the RWB determines
funds for the WIA Adult program are
limited, then training services must be
prioritized for recipients of public
assistance and other low-income
individuals. (See Attachment A for
specific eligibility definitions.)
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WIA DW
AllDW

Category 1 — Laid offfunlikely to return to
previous occupation

Category 2 — Plant Closure

Category 3 — Self Employed

Category 4 — Displaced Homemaker

DW Due To Foreign Trade

All WIA Adult requirements AND eligible
under one or more of the DW categories

Terminated or laid off

Has received notice of termination/lay off
Eligible for or has exhausted UI benefits
Unlikely to return to previous industry or
occupation

Terminated or laid off as a result of a plant
closure

Has received notice of termination/lay off as a
result of a plant closure

Is employed at a facility where employer has
made a general announcement that the facility
will close within 180 days; or, for services
other than intensive, supportive or training, is
employed at a facility where employer has
made a general announcement that the facility
will close

Individual was self-employed (including
employment as a farmer, rancher or fisherman)
but is unemployed as a result of general
economic conditions in the community in
which the individual resides or because of
natural disasters

Individual who has been providing unpaid
services to family members in the home and
who: (1) has been dependent on the income of
another family member but is no longer
supported by that income; and, (2} is
unemployed or underemployed and 1s
experiencing difficulty in obtaining or
upgrading employment

Individual determined eligible for Trade
Adjustment Assistance services

Trade Adjustment Assistance

Individual is TAA eligible if he/she has lost
their job as a result of increased imports or
shifts in production out of the United States.
The US DOL will document an individual’s
eligibility through the certification of a TAA
petition.

NOTE: ALL TAA ehligible individuals are
eligible for WIA DW.
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VETS Individual self-identifies as a (1) Veteran or
Other Eligible, or (2) Transitioning Service
Member

Specific eligibility related definitions and required actions are contained in Attachment B.

Data Collection & Validation
Specifically, USDOL/ETA’s policy states that:

Documentation for eligibility and services elements is only required for participants who receive
more than core services. Core services include self and informational services [and staff assisted
core]. Participants who enroll in training or other intensive services must provide the required
source documents for validation purposes. Documentation for outcome elements is required for
all participants who receive more than self-assisted and informational activities. (TEN 9-06,
Attachment A, page 1)

The collection and validation of information necessary to comply with federal reporting
requirements is a shared responsibility across the W-P, WIA, TAA and VETS programs. This
responsibility includes assuring:

a. Information on a participant is reported accurately and timely in the TrackOne
case management system; and

b. Proper documentation of the information is obtained and recorded in TrackOne as
part of the participant’s records.

Indiana’s case management system, TrackOne, and other State Management Information
Systems will be used to electronically collect and retain appropriate participant information,
to free-up the resources previously required in obtaining and retaining paper source
documentation.

There are three types of participant information that must be collected and validated to
comply with federal reporting requirements. Not all participant information is subject to
DEV.

. Demographic information — Used to determine program eligibility and to
report on participant characteristics/special populations.

o Services Information — Used to report on the services received by a
participant. Services information is generally collected through proper
data entry and documentation in TrackOne.

. Outcome Information — Used to calculate performance measures and to
report on outcomes achieved by participanis.

Some outcome information may need to be obtained from the participant,
such as supplemental employment information, and achievement of a
degree or certificate.

Some outcome information is obtained from cross-match with other State
databases, such as employment outcomes obtained from the State
quarterly UI wage record system.
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3. There are three levels of service that are relevant for eligibility and DEV purposes:
. Core Services — Self Service and Informational Activities, as well as Staff
Assisted Core Services
. Significant Staff Involved Services — Intensive Services or Training
Services
. Staff Assisted Services — Staff Assisted Core Services, Intensive Services
and Training Services
4. The following is a list of sources for documenting participant information. The validity of

each source depends upon the type of information and the level of service received by the

participant.

Self-Identification — The participant states (self-identifies) his/her status for
the particular piece of information being collected (obtained).

Self-Attestation - The participant states (self-identifies) his/her status for the
particular piece of information being collected (obtained). This information 1s
recorded on a form, and the participant signs and dates the form
acknowledging their status. The key elements for self-attestation are: (a) the
participant self-identifying his/her status for the information; and (b) the
participant signing and dating the form attesting to this self-identification. The
difference between self-identification and self-attestation is signing a self-
attestation form.

Case Notes — Statements recorded in the participant"s case note folder by staff
that identify a participant’s status for a specific data element, and the datc on
which the information was obtained.

State Management Information Systems (MIS) — State Management
Information Systems (MIS) — In Indiana, the State MIS is TrackOne,
provided the information being collected is properly recorded in the
appropriate TrackOne data fields. Proper recording of information requires
that the specific, detailed information (c.g., dates, types of services and
explanations of barriers to employment) is stored in the State’s case
management system and provides supporting evidence for the data element.

Cross Match — Accessing a non-WIA MIS to find supporting evidence for the
data element. Such information may be obtained via data sharing
arrangements with the non-WIA MIS.

In particular, information/data available in the Unemployment Insurance (UD)
system and Ul wage record system, and linkages to those systems will be used
to comply with federal DEV requirements.
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In addition, information on UI Claimants that is validated through the Ul
claims-taking process, and shared with TrackOne, is considered valid for the
W-P, WIA, TAA and VETS programs. Note that, an Active UI Claimant can
be identified in TrackOne when the UI status is recorded on the TrackOne
Edit Participant screen.

Official Documents — Information is obtained from official documents (e.g.,
birth certificate, driver’s license, letterhead, pay stub).

Staff Verification — Staff verification will be used to validate participant
information across the various documentation sources.

Staff verification is intended to minimize the administrative burden associated
with obtaining and retaining paper backup copies of the source documents
used to validate participant information. Use of staff verification is intended to
better align program resources with providing services, rather than
documenting information.

Staff verification requires staff to:

o Identify the information to be collected (relevant data element) using
an allowable documentation source.

e Assure the information is accurately recorded in the appropriate
TrackOne data field(s).

s Select a documentation method from the drop-down menu in
TrackOne; or,

¢ Record in the TrackOne case notes:
o The information (data element) that has been validated;
o The source used to validate the information;
o Pertinent data from the document source; and

o The date of the Staff Verification.

5. The level of participant data and source documentation needed to comply with federal
reporting requirements, including eligibility determinations and DEV, will depend on the
level of service received by the participant.

Upon receipt of a Core Service:

o Demographic Information must be obtained from the participant and
recorded in TrackOne.

o Self-Identification is acceptable source documentation for obtaining
demographic information for participants who receive only core
Services.
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e Upon receipt of Intensive or Training Services (i.c., more than core
services):

o Certain Demographic Information (e.g., date of birth and
employment status at participation) must be validated against specific
source documents beyond self-identification.

o Services Information must be recorded in TrackOne. Proper data
entry and documentation of services in TrackOne comply with DEV
requirements.

e Upon receipt of a Staff Assisted Service

o Outcome Information must be recorded in TrackOne. Outcome
information must be validated against specific source documents
beyond self-identification.

Validation of outcome information is required at the staff assisted
service level because participants who receive a staff assisted service
are included in performance measures for the WIA program.

6. Tn an effort to reduce the amount of administrative burden resulting from the maintenance
of paper documentation, the Department strongly encourages staff to utilize the
following:

A. Staff verification

B. Self-attestation

C. State MIS (TrackOne records)
D. Case notes

The preferred method of maintaining any required paper documentation shall be
electronic. This documentation shall be scanned and attached to the participant’s
electronic record in TrackOne.

The Department also encourages Regions to utilize electronic signature pads and other
electronic methods to capture and maintain participant self-attestation.

7. Attachmenis:

Attachment A provides State guidelines on the minimum demographic information for
reporting on participants who receive self-service or informational activities only.

Attachment B provides “Indiana Adult Program Eligibility Requirements” which
addresses eligibility requirements and criteria for determining a participant’s eligibility to
participate in the WIA (Adult and DW), TAA and VETS programs. Note that the W-P
program does not have eligibility requirements.

Attachment C provides “Indiana Department of Workforce Development Data Element
Validation (DEV) Handbook” which addresses the specific data elements that must be
validated for participants (demographic, services and outcomes).
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Questions regarding this Policy should be sent to:

Amy I.. Smith-Rubeck, MA, LMHC

Director of Policy

Indiana Department of Workforce Development
10 N. Senate Avenue, SE 304

Indianapolis, IN 46204
ARubeck@dwd.IN.gov

Review Date
QOctober 1, 2009

Ownership

DWD Policy Unit

Indiana Department of Workforce Development
10 North Senate Avenue

Indianapolis, IN 46204

Telephone: 317/233-6078

Effective Date
April 4, 2008

Action

This Policy rescinds and replaces DWD Policy 2006-17 Change 1. Therefore, Regions should
refer to this policy as the eligibility and data validation guidance for Adult WIA Title 1B,
Wagner-Peyser, VETS, and Trade Adjustment Assistance programs.



Attachment A

Demographic Information for Reporting on Participants Receiving
Only Self-Service/Informational Activities

It is important to note that these individuals will be counted as both Wagner-Peyser and
WIA participants, and included in Wagner-Peyser performance.

¢ First Name

e Last Name

¢ Date of Birth

e SSN

e Ethnicity

¢ Race

e Gender

e Person with Disability
¢+ Employment Status

¢ Veteran Status

April 15, 2008 Revised
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